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RESTRICTED 


CHoNTRAL INT&LLIGENCKE AG&NCY 

Washington, D.C, 
ILLEGIB 
NOTICE 29 Nevember 1950 \ 
LC 


SUBJECT: CIA Duty Officers. 


, 1. So much of Administrative Instruction dated [ 
25X1A 1 July 199, subject as above, as. is in conflict with this Notice 


is rescinded. \ a 
1 coat ee 


2. Duty officers formerly located in the M Building are 
now located in the South Building. The telephone numbers remain 
the same - as follows: 


EGIB | e[ or calls not routed through the 
CIA switchbaard. 


-~EGIB - ae [fro culls routed through the CIA 
: switchboard. 


FOR THE DIRECTOR OF CENTRaL INT#LLIGeNChs: 
25X1A 
1VxeCUtTLVe 


DISTRIPUTION #3. 


: RESTHICTED 
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(2090) RESTRICTED 


CLUITAL ELLICUCL mtoup 
Washington, D. C. 


© 


mip 25X1A 
WEBER 

: 25X1A 
SUBJECT: Saturday, Sunday snd Holiday Du 
1. CIO Adviniatrative Order cry 1947, Subjoots 25X1 


"Saturday, Tuncay & Holaday Duty, 


2. Effcative 10 ituy 1947, Saturdoy, S$ 
performed hy . duty officer and assi 


4e Uies 25X1A 


S- Duty .ff_ecrs ane thha duty fron 0630 until 
1700 on Saturdays, Sund 
cuty of cor will be R 
Will bo in Roon 713838, 


Buflcing; tho assistant 25X1A 
« Sceretary to the Dircotor 


Building ane fet] be notifice by the Scerctary 25X1A 


Building, acocopt dolivery 25X1A 
ce mSorial, acecpt visitors to any offico 

oning in to Roon 7135, tnd will take such 

appropriate in any casee Whon he doons it 

tho proper porsun rclativo to urgont matters 

at cotion may be taken. The primary funotion of the assistant to 

the cuty offioor will be tc provide ncocsscary olcrical anc stonocraphio 
assistiunoce 


5» The Agsistent Dircotors of ,Officcs, Chiof-of -IGAPS, snd Excoutive 
for P&A will subnit te the ry to the Dircotor not lator than 
1200 hours con th. Fricay proocding Saturday or Sunday cuty, and not 
later th:n 1200 hours on tho cay prccocing c holicay tour of cuty, o 
stendeby list of two individuals who con be contacted, torcther with 
their hone adercse one hone telormhonc nunber. ifhorc offices neintain 
a fulletinu duty officcr on Saturdays, Sundays or Holicasye, his nono 
anc tclenhone nunbur may be submitted in lieu of the above. Tho 
Scerotary to the Dircotor will thon placc these accressos in th duty 
officer's book which will also inclucc a list of all nersons mtoring ILLEGIB 
officcs on Saturdays, Sundays, or Holidays, once copy of CIG Mcnorcndun 


Hoe.29y onc copy of CIG. Scourity Rogulations, RESTRICTED persmyol 
—— and nceps sary telephone ear 

6. The duty officor or his ossistcnt will ruport to tho Scorctary to 
the Dircoctor, stoom 7155, at 1600 hours on the Friday procoding Saturday 
end Suncay duty or on the day proocding holiday duty to be oricfod 


relative to the uso of tolcphonos and to rcooive any spooinl instructions 
rolativo to the Diroctor's offico. 


i See 
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® 7. 


Duty offfocrs anc assistants aro athorizoc to exchange tours of 
vuty with other “rproprinte personnel; howover, rooponsibility rests 
with the ineivicusl Cotailed to rcport to tho Excoutive for P&A by 
1200 hours on bags prcending the tour of cuty the nano of tho 


8. The cuty officor wil} g rity chook at 1700 houre 
of ail offices in a have boon opened ° 
vuring the der in conplicneoa with raracrach 10, Scouri 


CIC. Any porson who entors hia office in thc 
for purpcsca of wor): om Saturdays, Sundays, or 


TIT No 
the cuty officer, who for Scourity purvoscs will list the arrivals and 
ceparturcs in the duty officer's book, , : 


9. The cuty offfLoorts book will contain nothin: hirher than <USTRICTLD 
nmatorial ani at the conpletion of each tour of duty, will be lott on 
the ceak of the Scorc.tury to the Dircotor in Roon 7135 aftcr which the 
roon wil bc locked. all other classificed matoria] will be placod in 
the duty officor's porsonul safe at 1700 hours on the cay ef cuty cnd 


turned over to Excoutive Registry for distribution by 0845 thc following 
nornal work day, 


10. All ofvildan rersonncl who cro cotailed for this duty nay bo civen 
corpnsatery tinc off or pede overtine 4n aocorccnoe with the provisions 
of Acninistrative Ordor Mol | issucd 13 Novcnbor 1946. 


FOR THE DIRECTOR OF CENTRAL INT ELLI GINCE: 


Exocutivo for Porsonnol 
aml Acminis tration 


ATTAQILENTS: "one 


DISTRIBUTION: A 


RLS THI CTED 


| -1 
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eg CENTRAL INTELLIGENCE AGENCY 
: Washington, D.C, 


Pree 

ADMINISTRATIVE INSTRUCTION 27 April 1948 ‘ 
NO, , : 
| 25X1A 
SUBJECT: Staff Duty Officers. | 25X1A 


(This rescinds Administrative Instruction No.| | dated 26 Septem- 
ber 197.) 


1. Staff Duty Officers, 
eee eee 


a. The Assistant Director for Reports and Estimates will pro- 
vide from the personnel of his ofi'ice a daily CIA Staff Duty offi- 
cer on a 2l-hour basis to handle all matters arising during off-~ 

| duty hours requiring CIA action (except matters -pertaining to the 
Office of Special Operations). 


. b. Initially the Staff Duty Officer will be located in Room 
206 "M" Building, with telephone numbers as ‘indicated below: 


a (1) ~ For calls not routed through the CIA 
| —< -25X1 switchbsard | 
| . , 
, (2) - For calls routed through the CIA 
= switchboard 


¢. The Assistant birector for Reports and Estimates will in- 

: 1 form the appropriate intelligence officials of the agencies listed 

| below of the above location and phone numbers, any changes occurring 
therein, and will establish any necessary operating procedures in 
coordination with those agenclas: 


Department of State 
Department of the Army 
Department of the Navy 
Department of the Air Forces 


2. The Executive for Administration and Management ‘is charged with 
responsibility for: 


a. Previding personnel for off-duty hours duty in the office of 
the Director, 


(1) From 1700-1800 hours on each normal duty day, 
(2) From 0839-1700 hours on each non-duty day. 


ae b. Providing any required transportation for use by CIA Staff 


RESTRICTED 
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Buty Officer and/or personnel indicated in paragraph 2a above, 
G. Appropriate instructions to switchboar? operators, 


Sy ay Duty Officer Books containing specific instructions and re~ 
quired general information will be prepared and kept up to date by: 


(1) The: Personal Assistant to the Director for those indi- 


viduals detailed for off~duty hours duty in the Director's of~ 
fice, , 


(2) The Assistant Director for Reports and Estimates for 
CIA Staff Duty Officers, 


b. Data in these books will include:; 


(1) Security instructions, including means of identifica- 
tion, prepared by the Executive jor Inspection and Security. 


(2) Locations and telephone numbers of individuals avail~ 
able for call to handle matters pertaining to their responsi-~ 
bilities, both in CIA and other agencies, 


(3) ‘Instructions relative to unavoidable absence from posts 
of duty (lunch hours, pickup and delivery of impor tant messages). 


(i) Operational instructions relative to handling of mate 
ters requiring immediate attention, 


(5) Availability ana location of transportation, 


3. Each Assistant Director and Staff Chief will furnish the Assist- 
ant Director for Reports and Estimates with a list of at least six (6) 
Senior individuals assigned to his activity who can be contacted during 
off-duty hours should Occasion arise, The Assistant Director er Staff 


Chief and his deputy should be included in this list; which must be kept 
current at all times, 


eee Civilian CIA Start Duty Officers. who perform this duty in 
addition to normal duty assignments may, in the discretion of the 
Assistant Director for Reports and Estimates in each ca 
overtime at authorized rates for such duty 
tory leave, 


Se, be paid 
or be granted compensa— 


b. The ™xecutive for Administration and Management will issve 
Separate instructions covering overtime of individuals detailed 
for off-duty hours duty in the office of the Director, 


5S. The Assistant Director for Special Operation 


S will issue sep~ 
arate instructions providing for daily 2h-hour 


duty officers for end 


wou 
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essential service by the Office of Special Operations. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


axecutive for 
Administration and Management 


DISTRIBUTION: A 
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CENTRAL INTELLIGENCE AGENCY: . 
Washington, D.C. 


ADMINISTRATIVE INSTRUCTION 
NO. 


SUBJECT: Staff Duty Officers. 


RESCISSION: Administrative Instruction No.| | dated 27 April 1948. 


le Staff Duty Officers 


& The Assistant Director for Reports and Estimates will 
provide from the personnel of his office a daily CIA Duty Of- 
ficer on a 24“hour basis. to handle all matters. arising during 
off-duty hours requiring CIA action (except matters pertain~ 
ing to the Offices of Special Operatiors and Policy Coordination. ) 


be The CIA Duty Officer will be located in Room 2046 "yt 
Building with telephone numbers as indicated below:. 


25X14 ee (1) for calls not-routed through the 
CIA “swit ee fats as 
(2) for .calls routed through the CIA 


' switchboarde |. 


ce The Assistant Director for Reports and Estimates will 
inform the appropriate intelligence officials of the agencies 
listed below of the above location and phone numbers, any. 
changes occurring therein, and will establish any necessary 
operating procedures in coordination with those agoncles 


Department of State - 
Joint Chiefs of Staff 
Department:of the Army 
Department of the Navy 
ae Department. of ‘the Air Eorce - 
ws Atbomie. Energy .Conmission 
. de A primary function of the.CIA Duty Officer will. be to’. 
insure that the Director is personally informed of all matters 
arising during off-duty“hours of sufficient importance to ware 


rant his personal knowledge... 
8s The Services .0fficer will provide: -- 


de One passonger automobile sirld: chauffeur: to’be at the’ call‘ 
of the CIA Duty Officer during all off-duty hours, including 


7 R-E-S-T-R-I-C-e ED Sire 
; a 
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R-B-S-T-R-I-C-T-E-D *| 


Saturdays, Sundays and holidays. 


s above, with all 


be Telephone service on the same basis 4 
fficer during off-. 


incoming calls being routed to the CIA Duty 0 
duty hourse 


(1) Calls from the White House will be routed, to the 
CLA switchboard when the Director's office does not answer 
o diroct calle Such calls will be given priority routing 
to the CIA Duty Officer by the telephone operator on duty © 
at the boorde 
aining specific instructions and 


3e Oe Duty Officer Books cont 
1l be prepared and kept up to 


‘required gonoral information wi 
date by: 


(1) Tho Personal Assistant to the Director. 


(2) The Assistant Director for Reports and Estimates 
for CIA Duty Officers. 


be Data in these books will inolude: 


(1) Seourity instructions, including means of identifi- 
cation, prepared by the Chief of Inspection and Securitye 


(2) Locations and: telephorie numbers of individuals 
available for call to handle matters pertaining to their 
responsibilities, both in CIA and other agenciese 


(3) Instructions relative to unavoidable absence from 
posts of duty (lunch hours, pickup and delivery of important 


messages) « 


(4) Operational instructions relative to handling of 
matters requiring immediate attention. 


(5) Availability and location of transportatione 
4. Civilion employoas who porform' duty as CIA Duty Officer in 
addition to normal duty assignments may,.in the discretion of the As~ 
sistant Director for Reports and ~stimates in each caso, be paid over=. 
time at authorized rates for. such duty or bé ‘granted compensatory leavoe 


56 ‘Roch Assistant Director and Staff Chief will furnish the As- 
sistant Director for Reports and Estimates witha list of ot least 
six (6) senior individuals assignod to his activity who can be cone 
tacted during off-duty hours should occasion orise. The Assistant Di- 
rector or Staff Chief and his deputy should be inoluded in this list, 
which must be kept. current. at all timese- ~~ re 


R-BeS-T-R-I-C~To-D 


as 
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R-B~S~T-R-I-C- T-E-D 
6, The Assistant Directors for Special Operations shy 
Coordination will issue separate instructions for et capes 
duty officers for their offices including essential CI. se 
provided by the Office of Special Operations. 


FOR THE DIRECTOR OF CENTRAL INTSLLIGENCE: 


Captain, 
Exe cutive 


DISTRIBUTION: A 


ReE-SeT-R-I-C-T-E-D 


ase 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUCTION . 5 January 1951 
NO. 


SUBIROT: Watch Policy. (Effective 9:00 AM Monday, 8 Janvary 1951) 


RUSCISSIONS: Actninistrative InstructionL____] dated 1 July 19h9. 
Notice[ _—_—| dated 29 November 1950, 


aL 


1. a, Denuty Directors, Assistant Directors, and Administrative 
Offiie Chiefs will be available for cuty on an "on call" basis 
during all off-duty hours, and are responsible for informing the 

Mi ivateh Orficer where they may be reached if at other than their 
home telephones, A senior representative may be designated, when 
necessary, in which case the responsible official will notity the 
Watch Officer, It will thon te the responsibility of the desig- 
nated representative to keep the Watch Officer informed vhere he 
may be reached if other than at home, 


b, Each official indicated above will furnish the Assistant 
Director for Special Services his home address and telephone nun— 
ber, aid the names, home addresses and telephone mumbers of all 
senior representatives of his office who may be designated under 
this policy. 


2, The Assistant Director for Special Services shall: 
a, Waintain a CIA Watch Officer during all except normal work= 


ing hours iin Room 2028 Que Building, with telephone numbers indi- 
cated belovs 


CL) for ordinary inside calls. 
(2) as boen reserved for calls originating 
outside the Agency. 


b, Inform the Executive Secretary, National Security Council, 
and the IAC agencies of the above roon location and telephone 
numbers « 

c, Establish necessary operating procedures, including: 


Essential coordination with the Watch Officers of OPC 


a 


and 0SOQ. 


COMFIDETTIAL 
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COUTIDTAC TAL 


(2) Arrangenents inith the Director's office for officials 
bo be contacted dn coanection with matters believed to be of 
sufficient importance to warrant the Directorts attention, 
3. the Chief, Administrative Services, will -provide: 
a. Necessary teleyhoue service and routing of calls as requested 
' by the Assistant Director for Special Services, 
b. Automobile and chauffeur service on call of the CIA vVatch 


cue es 
OoLieer, 


>. FOR THS DIRECTOR OF CONTRAL INTELLIGENCE: 


MURRAY MccoOMmin. 
Deputy Director 
(Adriinistration) 


Die ey 


1 
ine) 
Hy 


CONFIDENTIAL 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


| ADMINISTRATIViG INSTRUCTION 
25X1A Abts 


Wwerer AAT | . 26 September 1947 


SUBJECT: Duty Offieers 
v 
(This Memorandum reseinds CLG Momorondum No. [ ]dated 19 May 1947, 
and CIG Administrative Order No. [ Jautea 15 November 1946.) 


, il. For the pyffese of handling urgent matters which may arise during 
off-duty hours, ®& follgwing assAgnments and procedures will be followed: 


fle 


(1) Tho Personnel Brnnoh, A&M, will publish monthl:y duty 
esters oS oxcoutive and CIA duty officers with home addresses 
oe telent srs. Separate rosters will be mointnined for 

Satur dayy/- “Bur ky and holiday duty. 


S (2)/ Exeoutive-yutyofficer roster will be comprised of em- 
\_ Phoyoes of the Exegustvc Offices and ICAPS, in pradcs P+6, CAF*12 
and hifher, locnted\in [sd Building, and oll Assistarrt 
Directors, Deputy Asdiatant Directors, the Genoral Coun’el end 
Assistant General pa 


(3) CTIA duty officer ster iy Will be; comprisod of all other 
CIA employees in grades of PobyPEA 12, nnd above. — 


Z5X1A (4) Any exchanges in assienéd™@atea desired for personal 

econvenicnce ean be effected by nutalse.; greoement with another duty” 
officer and notification to the Ps esenel | Branch (2 2 re | 
of the changes: : ‘ 


: Re ay, , 
be Exocutive Duty Officers. . a 


A 
The Exceutive duty officer will romain ‘Ry€flable for call at 
his residence, notifying the CIA duty officek and CIA telephone 
operator in the ovent of tho necossity to lente } residence for 
an cmerpency or in conjunction with CIA Sea cide ACS Se 


Co CIA Duty Officers (Effective 1 Noverber 1947) 


(1) OTA duty officers will revort Mondna through Friday toa 
a V x ct 


— ' Room 7135 Building, nt 1630 and remain on duty 
Ses until 1800; ond Seturdays, Sundays and holidays from 0830 to 1700, 
i! Sie (2) A clerical. assistent, in grade CAF-6 or bolow, will be 
see" available from 0830 to 1700 in Room 7135[ ion Sat- 
“> . urdeys, Sundeys and holideys, to provide necessary stcnographic 
Sate, assistance. The clerical duty roster will be prepared and pub= _ 


oF ee . pao ae =e Personnel Brarich, AGM. 


RMT a GEA REAL RESTRICTED 


(2858) 
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(3) The GLA duty offieor, after leaving the office, will pro- 
cond to his residonce and romain available until 0800 to take all 
incoming calls for GIA, teking such action as is required. Where 
necessary he will contact the Executive duty officer or a repree 
sentative of tho particular office concerned. In the event neither 
of the above is availebls, he will contact any person on the list 
of those authorized to servo as Executive duty officers. In the 
event of » call requiring delivery of a message or document, ho 
will orranre immediately to pick-up the message: or document, ox- 
amino the contents, and completo .any required immediste action. 

Upon completion of such action io mossage or document will be 
filea in a sceurc locntion, in accordance with CEA Security 
Pegulations. 


‘ 


(4) The CIA duty officer-assiened for Saturday, Sunday, or 
holiday duty will report to the Personol Assistant to the Director, 
Room 7185, on Friday preceding duty dey, or the day before holiday 
duty, to reosive any special instructions. 


(5) A duty officer's lon will be prepared and kept in Room 
7135 containing furthor detailed instructions, including a permaq 
nent list of persons in individual offiens who can bo contacted 
with repard to matters affonting thet office. Each assistant 
Direetor and staff chief will submit to the Porsonnl fssistant to 
the Dircetor iwaedintely 1 list of not to exceed six individuals 
nosigned to his activity who can be coutacted, if necessary, on 
officiel mattcrs outside of office hours, Changes will be reported 
whenever appropriate. 


(6) All civilian personnel who are detailed for Saturday, Sun- 
day und holiday duty may be given compensetory time off or paid 
overtime, in accordance with the provigions of CIG. Administrative 
Ori:r tof | dated 15 November 1946, 


25 Telephone Service. The night telephone operntor on duty, upon 
rootipt of a call, #i)l endecvor to reach the person desired, If this is 
impossible, and the onll is official, she will record the nem and telephone 
raunber of the person enlling ond inform the CIA duty officor. This record, 
jneluding the tine the enll was roceived, snd the duty officer to whom the 
call wes referred, will bo reportud to the chicf operator the following 
mornings The chief operator will maintain an file of these reports in her 
ofPiace 


5. Transportation. Government transportstion will be. available to 
duty officsrs when necessary in the performance of their duty, and mey be 


FOR THE DIRECTOR OF CENTRAL INTELLIGENGS 3). 


2 
ace Rs hea ty ot 


_ Administration and Management 


ATTACHMENTS: None 


DISTRIBUTION: All CIA enoroyeoh ESTRICTED as 
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CENTRAL INTELLIGENCE ACENCY 
Washington, D. C. 


ADMINISTRATIVE INS TRUCTION 


SUBJECT: Staff Duty Officers. 


(This rescinds Administrative Instruction No» eo dated 26 Septem- 
ber 197.) 4 


4, 


1, Staff Duty Officers se 


25X1A .\ _, & The Assistant Director for Re ports and Estimates will pro- 
vide from the personnel of his offire a daily CIA Staff Duty cffi- 
. er on a 2h-hour basis to handle all matters arising during off- 

duty hours requiring CIA action (except matters pertaining to: the 
. Office of Special Operations). \ 


b. Initially the Stagr Duty Officer will be located in Room 
296 "M" Building, with telephone mmbers as indicated telow: 


25X1 Ch For calls. not routed through the Crd, 
switchboard, 
om > For calls routed through the CIA | 
switchboard. 


c. The Assistant Director for Reports and Estimates will in- 
form the approprifate. intelligence officials .of the agencies listed 
below of the above location.and phone numbers » any changes ovcurring 
therein, and will establish any necessary operating procedures in 
coordination with those agencies: Ss . . 

. { ' Debartment of State 
a seh ae Department of the Army 
é Department.of the Navy 
j . Department of the Air Forces 


x 


: y f on S , ; ‘ ; 
@. The Exécutive for Administration and Management\ is charged with 
responsibility flor: on 


f 


oe othe. oviding personnel for off-duty. hours duty in tie office of 
< ' the Director. . . - a 

: f . * . tees 

{ 1) From 1700-2860 hours on each normal duty day, 


1€2) From 0830-1700 hours on each non—duty days 


b. Providing any required transportation for use by CIA Staff 


RESTRICTED 
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Buty Officer and/or personnel, indicated in paragraph 2a above. 
c, Appropriate instructions to switchboard operators, 


30 a. Duty Officer Books containing specific instructions and re~ 
quired general information will be prepared and kept up to date by: 


(1) The Personal Assistant to the Director for those indi- 
viduals detailed for off-duty hours duty in the Director's of- 
fice. 


(2) The Assistant Director for Reports and Estimates for 
CIA Staff Duty Officers. 


b. Data in these books will include: 


(1) Security instructions, including means of identifica- 
tion, prepared by the Executive for Inspection and Security. 


(2) Locations and telephone numbers of individuals avail- 
able for call to handle matters vertaining to their responsi- 
bilities, both in CIA and other agencies, 


(3) Instructions relative to unavoidable absence from posts 
of duty (lunch hours, pickup and delivery of important messages). 


(i) Operational instructions relative to handling of mat- 
ters requiring immediate attention, 


(5) Availability and location of transportation. 


3. Each Assistant Director and Staff Chief will furnish the Assist~ 
ant Director for Reports and Estimates with a list of at least six (6) 
senior individuals assigned to his activity who can be contacted during 
off-duty hours sheuld occasion arise. The Assistant Director or Staff 
Chief and his deputy should be included in this list, which must be kept 
current at all times. 


le a. Civilian CIA Staff Duty Officers who perform this duty in 
addition to normal duty assignments may, in the discretion of the 
2 Assistant Director for Reports and Hstimates in each case, be paid 
overtime at authorized rates for such duty or be granted compensa— 
tory leaves , 


b, The Executive for Administration and Management will issue 
separate instructions covering overtime of individuals detailed 
for off-duty hours duty in the office of the Director. 


Se The Assistant Director for Special Operations will issue sep- 
arate instructions providing for daily 2l+hour duty officers for end 


ae 
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essential service by the Office of Special Operations. — 


FOR THE DIRECTOR OF CENTRAL INTSLLIGENCE : 


™Txe CULL 
Administration and Management 


7 . 25X1A 
DISTRIBUTION: A 
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x CENTRAL INTELLIGENCE AGENCY 
Washington, D.C. be 


Fi 


’ : f 
ADMINISTRATIVE INGTRUAD 1 galy 1949 
NO. \ y 
sussacn: \ stats Duty. Officers. d 


RESCISSION: Administrative Instruction 7 dated 27 April 1948, 
‘ fi 
le Staff \puty Officers oA 
‘ ; ; ; 

&- The\Assistant Director for Reports and Estimates will 
provide from\the persomel of his office a daily CIA Duty Of- 
ficer on a 24shour basis to handle all matters arising during 
off-duty hours requiring CIA action (except matters pertain 
ing to the Offices of Special Operations and Policy Coordination. ) 


x f F 
be The CIA Duty Officer will be’located in Room 2046 "2" 
oS Building with telephone numbers as indicated below: 


\ ie 
(1) | for/calls not routed through the 
‘OIA ‘swit : - ye erased 


if 


(2) [+ ee calls routed through the CIA 
switchboarae ea . 


apeih! 
Ce The Assistant DireotUr for Reports and Estimates will 
_inform the appropriate intelligence officials of the agencies 
listed below of the above/ Vocation and phone numbers, any 
changes occurring therein,’ and will establish any necessary 
operating procedures in’ coordination with those agencies: 
: sof ‘ 
Department of state 
Joint Chiefs of Staff 
Department of the Army | 
Department of the Navy 
/ Department of the Air, Force. 


— “ Atomic Energy Commission. 
de A we 


ary function of the CIA put} Officer will be to. 
insure that the Director is personally informed of all matters 
arising during off-duty hours of sufficient\importance to war-= 
rant his personal knowledge. a \ 


\ 
\ 


26 /The Services Officer will provide: \ 
Qe One passenger automobile and chauffeur to be at: the call 


of the CIA Duty Officer during all off-duty hours,, including 


R-E-S-T-R<I-C-T ED 
. om 
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Saturdays, Sundays and holidays. 


be Telephone service on the same basis as above, with all 
incoming calls being routed to the CIA Duty Ohescer during off- 
_ duty hours « 


(1) Calls from the Whito House will bo routed to the 
CIA switchboard when the Director's office does not answer 
a direct colle Such calls will be given priority routing 
to the CIA Duty Officer by the telephone operator on duty 
at the board. 


3e oO. Duty Officer Books containing specific: instructions and 
required gonoral information will be prepared and° eet up to 
date by: 


(1) Tho Personal Assistant to tho Spee. ee 


(2) The Assistant Director for Reports and Estimates 
for CIA Duty Officers. 


be Data in these books will includes 


(1) Security instructions, including means of identifi- 
cation, prepared by the Chiof of Inspection and Security. 


(2) Locations and telephone numbers of individuals 
available for call to handle matters pertaining to their 
responsibilities, both in CIA and other agoncicse 


(3) Instructions relative +o Gnavolaabie absence from 
posts of duty (lunch hours, pickup and delivery of important 
messages)o 


(4) Operational instructions relative to handling of 
matters requiring immediate attention. 


(5) Availability ond location-of transportatione 


4. Civilian employees who perform duty os CIA Duty Officer in 
addition to normal duty assignments may, in the discretion of the As- 
sistant Director for Reports and Estimates in each case, be paid cver= 
time at authorized rates for such duty or bo granted compensatory loavoe 


5e Each Assistant Director ond Staff Chief will furnish the As- 
sistant Director for Reports and Estimates witha list of at least 
six (6) senior individuals assigned to his activity who can be con= 
tacted during off-duty hours should occasion arisee The Assistant Di- 
rector or Staff Chief and his deputy should be included in this list, 
which must’ be kept current at all times. 


G12 Wd 2 INP od 
ReB-S<T=R-I-C-T<E-D 
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Re GaSe T.Ree T= Cw Tf D 
6, The Assistant Directors for Special Operations and Policy 
Coordination will issue separate instructions for daily 2l)~hour 


duty officers for their offices including essential CIA services 
provided by the Office of Special Operations. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Captain, USN 
Exe cutive 


DISTRIBUTION: A 
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lag 
CONFIDE TIAL 
a yA 


CUNTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


t 


ADMINISTRATIVE INSTRUCTION 5 January 1951 
NO, 


SUBJECE: Watch Policy. (Effective 9:00 Alf Monday, 8 January 1951) 


RESCISSIONS: Administrative Instruction[] dated 1 July 199. 
Notice[ | dated 29 November 1950. 


dG. Deputy Directors, Assistant Directors, and Administrative 
Office Chiers will be availalle for duty on an "on call" basis 
during all off-duty hours, and are resnansible for informing the 

“ fWatch Officer where they mey be reached if at other than their 
home telephones, A senior representative may be designated, when 
necessary, in which case the resnoneible official will notify the 
Watch Officer. It will then te the responsibility of the desig-. 
nated representative to keep the Watch Officer informed where he 
may be reachec if other than at home. 


oh 
ores 


t 


b, tach official indicated above will furnish the Assistant 
Director for Special Services his home address and telephone nun- 
ber, aad the names, home addresses and telephone numbers of all 
senior representatives of his office who may be designated under 
this policy. 


é. The Assistant Director for Special Services shall: 
a Haintain a CIA Watch Officer during all except normal work- 


ing hours in Room 2028 Que Building, with telephone numbers indi- 
cated belor: 


C1) | eo ordinary inside calls. 


2) [has been reserved for calls originating 


outside the Agency. 

b, Inform the Executive Secretary, National Security Council, 
and the IAC agencies of the above room location and telephone 
numbers. 

c. Ustablish necessary: operating procedures, including: 

(1) Essential coordination with the Watch Officers of OPC 


and OSQ. 


COUFIDENTIAL 
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(2) Arvangenents with the Director's office for officials 
to be contacted in connection with natters believed to be of 
sufficient imsortance to warrant the Director!s attention, 


3. The Chief, Administrative Services, will provide: 


a. Necessary telenhonue service and routing of calls as requested 
by the Assistant Director for Special Services, 


b. Automobile and chauffeur service on call of the CLA atch 
Officer, 


"FOR THS DIPECTOR OF CENTRAL INTELLICENCE: ° 
. v- 8 “4 HURRLY McCOMmL 


Deputy Director 
(Adrinis tration) 


| \i3 
- Zany 
sssih , wt 
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CENTRAL INTELLI 
Washington, 


ADMINISTRA TIVE ae eal 
NO. 


SUBJECT: Starr Duty Officers. 
RESCISSION; 


le Stare Duty Officers 
nanan encima ge 
&- The Assistant Director 
Persomel of y 
ur basis to handle 
Oquiring OTA Lotion 
08 of Special Operati 


The CIA Duty Officer 


Will be 
with telephone numbe 


be 
Building 


Department of State 


GENCE AGENCY 


for Reports an 
is office a da, 
all mattor 


D.C. 


1 July 1949 


Administrative ‘astraction! | dated 27 Appel 1949. 


d Estimates will 
ily CIA Duty Of. 
5 arising during 


(exeept matterg Pertoine 
ons), 


located in Room 2046 ryt 


TS ag indicated below: 


for eallg not routed throughthes 


for calls routed through the CIA 


Joint Chiefs of Starr 
Department of the frny 


Department of the Ne 


Department of the Air 
7 Atomie Energy Commission 


“=duty hours of sufficient i 
want his Personal 


knowl edge. 


2 The Services Officer will Provide: 


&. One P88senger automo 
of the or, Duty of 
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Saturdays, Sundays and holidays. 


be Telephone service on the same basis as above, with all 
incoming calls being routed to the CIA Duty Officer during off 
duty hours. 


(1) Cells from the White House will be routed to the 
CIA switchboard when the Director's office does not answer 
& direet calle Such calls will be given priority routing 
to the CIA Duty Officer by the telephone operator on duty 
| at the board. 


Se Ge Duty Officer Boolzg containing specifio instructions and 
required general information will be prepared and kept up to 
date by: 


(1) The Personal Assistant to the Director. 


(2) The Assistant Director for Reports and Estimates 
for CIA Duty Officers. 


be Data in these books will inelude: 


(1) Seourity instructions, ineluding means of identifi- 
eation, prepared by the Chief of Inspection and Security. 


(2) Locations and telephone numbers of individuals 
available for eall to handle matters pertaining to their 
responsibilities, both in GIA and other agencies. 


(3)  Instruetions relative to unavoidable absenoe from 


posta of duty (lunch hours, pickup and delivery of important 
messages). 


(4) Operational instructions relative to handling of 
matters requiring immediate attention. 


(5) Availability ang location of transportation. 


4. Civilian employees who perform daty as CIA Duty Officer in 
addition to normal duty assignments may, in the diseretion of the Ag- 
sistent Director for Reports and Estimates in each Gase, be paid overs 
time at authorized rates for suoh duty or be granted compensatory leave. 


5. Each Assistant Director and Steff Chief will furnish the As- 
sistant Director for Reports and Estimates with a list of at least 
six (6) senior individuals assigned to hia activity whocan be eon- 
taeted during off-duty hours should occasion arise. The Assistant Die 
reetor or Steff Chief and his deputy should be ineluded in this list, 
whieh mat be kept ourrent at all tims. 


ReEvS=TeRol-C=-TeRep 
Sa ee ee tebe) 


~2— 
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6 44ons will issue 
6. The Assistant Direotor for Special Opera 
separate instructions providing for daily 24eheur juty officers for 
end essential service by the Office of Speelial Operations. 


FOR THE DIRECTOR OF CENTRAL INTSLLIGENCE t 


Deputy imal BX 1A 


DISTRIBUTION: A 


ReBeS-T-R=I-C-T+B-D 
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SECRET 


KONCLASSIFIED RESTRICTS CONFIDENTIAL 


NDER WILL CIRCLE CLA. “ICATION TOP AND BOTTOM) 


CENTRAL INTELLIGENCE AGENCY 
OFFICIAL ROUTING SLIP 


INITIALS! DATE 


Bear 


[7 _lapprovat [] wroRMATION [1 steNATuRE 
(2 TACTION [L___] DIRECT REPLY [7] RETURN 
[——ThomMeNT [preparation oF REPLY ——! DISPATCH 
CoT concurrence [—lrecommenpation [J] FILE 
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